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Career Opportunity Bulletin
INVENTORY & PROPERTY ASSOCIATE |

Code: 653000 Pay Grade: 11 ($12.26-17.18 /hr.)

Open for Recruitment: June 13, 2016 - January 25, 2017
JOB DESCRIPTION

This position performs inventory and property management actions related to ordering,
procuring, storing, distributing, and/or disposing of inventory and/or property.

As an Inventory & Property Associate I, you will provide office and administrative support
work involving responsibility for inventory operations of a warehouse and/or stockroom.
Responsibilities require independent judgment in handling exceptions to established
work assignments, priorities, and schedules.

Typical Duties

* Verifies inventory for conformance to prescribed specifications, and
accept or reject accordingly.

* Tests and evaluates sample inventory, as requested.

* Packages and distributes inventory.

* Qversees and maintains computerized and/or manual inventory
control system.

* Types routine business documents as form letters, memos, vouchers,
and summaries from final draft.

* Writes requisitions, purchase orders, and/or contract lease forms.

* Answers factual inquiries and assist with routine requests.

* Recommends new or modified storage methods.

* May lead the work and provide guidance to co-workers on a project
or intermittent basis.

MINIMUM REQUIREMENTS

In order to qualify, you must have training, education, or experience in office and
administrative support work that demonstrates 1) competency in applying a solid
knowledge of inventory and property management principles to perform complex work
in conducting inventory operations for a warehouse or stockroom; and 2) the ability to
use independent judgment in handling exceptions to established work assignments,
priorities, and schedules.

Licensing Requirements: Some positions may require possession of a valid Class B and/or Class C
Maine Motor Vehicle Operator’s License.

Value of State-paid Dental Insurance: $13.13 biweekly

Value* of State-paid Health Insurance:

. Level 1: 100% State Contribution (employee pays nothing): $428.24 biweekly

. Level 2: 95% State Contribution (employee pays 5%): $407.48 biweekly

. Level 3: 90% State Contribution (employee pays 10%): $386.73 biweekly

. Level 4: 85% State Contribution (employee pays 15%): $365.97 biweekly
*The level of the actual value of state paid Health Insurance will be based on the employee’s wage
rate and status with regard to the health credit premium program as of July 1, 2016

Value of State’s share of Employee’s Retirement: 15.85% of pay.

Maine State Government is an Equal Opportunity/Affirmative Action Employer



